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2E 1957 

C'MFUSEM'IAL 

* 

Suggestion. Ho® 3279 


Bat© of Suggestions 11 Ontdbes* 1954 


Office of Operations 


A, Siaareayy of the Saaweetioaj 

Suggest®? propose® the installation of on sHtoEs&tte underscore bay 
on all IBM IQeetraamtle typewriters* 

3« Evaluations of the Bo saegysied i Of f ioea s 

Chief , Business Machines Sexvioe on 21 June 1956 node the follow- 
lag statement: 

'’All new raa^ines as* equipped with autcsmtic underscore bay, old 
asagfelnes mn he equipped far a soot of shout $8*00 for each asaehineo 

**3341.0 is a good suggestion and should fee followed up where the seed 
exists o w 

"Casffients and evaluations received from DD/l a GOB *na OG failed 
to disclose that the suggestion has either been adopted or that any 
real benefit will be derived by the Agency,, 

Ci- Reetaaaeiad at ioa of the . .Executive Secretary: 



ccsmmmiM, 
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23 Janraaiy 1957 


SECRET 

Suggestion Koa 0 1513 and 2126 


Bate of Suggestions 

VV/p/FE Bi vision 




Budget Officer OS -12 


Ao Summary of the Suggestions 

See paragraph one and two of the attachment c 
B 0 Evaluation of the Concerned Office t 

Sea paragraphs 2 a 3» 4* and 5 of attachments 
C « Raconc r andation of the Executive Secretary ! 

F i ©approval 
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16 January 1957 


MEMORANDUM TOR* Ohio.?, Suggestion Awards Staff 
FROM* Chief, 0 & M Staff (DD/S) 

30BJXT* Brief of Suggestion Flies Ho* 1513 and 2126 


1* Suggevter submitted hie first recommendation** in regard to 
Travel Order Fora and method of preparation on 1 February 1955* 
Specifically, he suggested (1) that the Travel Order Form be pre- 
printed on ditto to insure sufficient copies, (2) that the fora 
be on legal size paper to allow additional space unde*: the Special 
Provisions section and (3) that the fora be redesigned to aLlow 
for easier sterilization and additional space for Budget end Fiscal 
use* Bile lb* 1513 was staffed out and received the following corn- 
meats from tue indicated offices t 

a* Records and Services Division stated, by memorandum 
of h Noventoer 1955* that the suggestion as a whole would offer 
a ” groat decl of Imptovernttb* in travel order processing and for- 
mat* This atatonvmt was supported by reference to only the ease 
of sterilization effected by the format* Exception was taken to 
suggcster's indication of need for additional space in the Special 
Provisions Block* 

25X1 A b* Horn ho ias from l l Acting Comptroller* 

dated If November 1955 commented that the addition of a block for 
certification of availability of funds by the budget officer would 
be worthwhile, but that others of the suggested additions "would 
not neem necessary or applicable for a general travel fora." 

o« In a memorandum dated 3 March 1955, I I 

Assistant Management Officer, W/S Area, recommended •'the adoption 
rf the suggestion for the reasons that it would eliminate the Re- 
quest for Advance Form, provide sufficient legible travel order 
copies and eliminate the preparation of the Request for Travel 
Order Fora, In addition, a savings estimate of $15,000 per year 
was indicated* 

2« the suggest or on 10 November 1956 submitted an additional 
proposal (HO* 2126) relative to Ho* 1513, which suggested the rub- 
ber stamping of Request for Advaice on the bottom or reverse of 
Travel Orders* Coraaents end evaluations were then solicited on 
both suggestions* 

a* A memorandum for the Record, dated 17 February 1956, 
sign ed by Chief, Forms Management Branch, stated in reference to 
Ho* 1513* that In the opinion of the Branch, 12 copies of a 
TravS oJder are sufficient for distribution. Central Processing 
Br anc h requiring only 8 copies and good Records Management 
neces sit ating only it copies for internal distribution* 
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1513 and 2126 Con*t. 


*>o | \ Executive Officer# Office of 

Personnel# in a raassorcodun dated 20 July 1955 expressed the following 
opinions in regard to Suggestion No, 1513 o While the suggested 
revision of the Travel Order Form was basically good# other changes 
than those proposed were desirable because of subsequent changes in 
statutory requirements and administrative procedures, A ditto or 
similar process style of preparation would not be more advantageous 
from the cost standpoint and the Office of Personnel is not staffed 
to assume the workload involved in performing the duplicating 
service* An award was recommended based on intangible benefits to 
a limited number of individuals resulting from more convenient 
arrangement and spacing of items on the 10 Form, 


c» [ 


, Technical Accounting Staff# 
2126 and recommended its rejection as 


evaluated Suggestion Ho, 
impractical because it would create the following problems 


(1) Cause possible duplication of an advance 
by confusion over which copy constitutes 
an original approval. 


(2) Cause loss of control as to when the 
advance of funds would be granted in 
relation to the actual travel time. 


(3) Involve the very likely possibility 
that information on the reverse side 
of & document will be overlooked. 

Since the Request for Advance con* 
statutes a certified document authorising 
payment and becomes a disbursing record 
and receipt for cash paid out# it is 
important that this continue to be a 
separate document for the record. 


d, EE Admin Officer# 


submitted an evaluation 


of Ho, 1513 and 2126 dated 1 October 1956# his comments based on the 
practices and procedures of that Division,, EE Division prepares# by 
electric typewriter# only one set of orders (12 copies) which 
satisfies its requirements. These Travel Orders are prepared on a 
centralised basis in the Budget Section based on requests from other 
eoEgwneats of the Division, In the opinion of the Division# use of 
preprinted ditto would Involve more work than the present system, 
requiring additional equipment and personnel. The Division needs 
no additional space under "Special Pro visions 5 * and does not require 
a section on the form for budget officer use inasmuch as the present 
form contains the necessary information and the TO number is used as 
the obligation reference. Merit was found in the recommendation to 
facilitate forwarding to the field by elimination of words or 
phrases requiring sterilisation and by provision for inclusion of 
space for psuedos. However# the Division is forwarding copies of 

substituting psuedos for true names, 

VCbHti 
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®o I I Assistant SSA-DD/S, in & maorewdua 

to the Executive Secretary SAS dated 3 January 1957*, stated that 
Suggestion Ko« 1513 *>uld benefit only PE Division and w>uld therefore 
not appear’ appropri te for Agency-wide adoption® I ~l farther 

indicated that PE division is currently in the process of centralizing 
the issuance of T/avol Orders in the BP Section and that this action 
uhould eliminate uts requirement for more than 12 copies of the 
Travel Order,, 


3 i On 10 .anuary 1957* [ 


presently with 


the Building P2 sming Staffs formerly Assistant Management Officer 
on/S Area^ provided the following information in regaj?d to his 
memorandum of j March 1955 in which it was estimated that $15^000 
in savings wo; A result if Suggestion Bo® 153.3 were «ioptedo The 
savings eatiBfJ-e was baaed on the supposition that the proposed 
travel order orw ami procedure would be used on an Agemsy-wid® 
basis and tb;t there was a need for more than 12 copies of each 
travel orde.t Inasmuch &a | ~| Assistant SSA-DD/S tf 

indicated J.n his memorandum of 3 January 1957 that the suggestion 
would only benefit FE Division^ the estimate was overstated® Fur- 
ther. since- 1 1 also advised that PE Division is currently 

centralising its issuance of Travel Orders to eliminate the need 
fox more than 12 copies^ that the entire savings estimate was no 
longer r-xlevan 


I 

/*. rt 


r 


\> Assistant SSA«DD/S, advised on ll* 

JanR'cy 1957 th -t the centralisation of Travel' Order issuances in 
the BP Section cf the FE Division was part of an oversill centr al i . « 
:.--tion of adminirtrative functio ns In that Division and was not due 
as any way to th - suggestions of I 1 contained in SAS Pile 

So® 1513® 


5® It is re'.ommondedj, in view of the evaluations and comments 
received concern! .g Suggest ione Ko® 1513 and 2126* that both be re- 
jected for reason of impractical! ty and lack of application to 
Agency procedures. 
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23 January 1957 


SECRET 

W- 

Suggeation Nc„ 2732 


25X1 A 


Date of Suggestions 11 January 1957 

Engineering Division M©oh c Engineer GS-11 

p Engineering Division Macho Engineer G3 - 9 

A,, Summary of the Suggestions 

See attached exhibit Ao 

B u Evaluation of the C oncer ned Office? 

See attached,, 

Co Reco mmend ation o f the Executive Secretary* 

Approval o Total cash award of $125 o 00 to be divided 
equally between the two suggesters* $100 o 00 for intangible 
benefits (moderate-local) and $25 for tangible savings of 
$436 a 00 (120 hours of GS-12 @$3o64 per hour) 



SECRET 
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25X1 A 


MEMORANDUM FOR: Executive Secretary, Suggestions 

Award* Pn— Ittce 


SUBJECT 


B sployee Suggestion #31 -M , 8u 


itmitte d by 


25X1A 


25X1 A 


25X1 A 


1. It van suggested that an electric motor -driven 
gate be i net ailed at the service entrance of Building 

I T (Copy of suggestion attached] Exhibit 

A. ) A copy was subnitted under cover of a nenorandun 
. dated 12 December 1956. (CX/py attached] Exhibit B.) 

2. The suggestion, at the tine It was subedttod, 
was an entirely new Idea. » 

e 

3. If the suggestion had been adopted, the aoet 

important benefits would have been derived by the Research 
and Development Laboratory, since it would have eliminated 
work stoppages of highly paid elec tronic engineer! to 
cgeo and close the loading gate at | ~ | 

I I (8ee copy of memorandum from Chief, Research and 
Development Laboratory attached; Exhibit C. ) 

k. To adopt the suggestion, as submitted, would 
have created an unguarded mean* of entranoa to this 
building which would have defeated the security in effect. 

The suggestion, as submitted. If adopted, would 
have contributed to a saving of at least ten (10) man- 
hours per month; 08 Grades 9-12. It would not have lessened 
the requirement for personnel or released personnel for 
other duties. The morale would have been bettered. 

6. The | | Suggestion Awards Oosmdttee did not 

reo amesnd the adoption of the suggestion since It would 
have presented a security problem = 
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«tlon vu not adapted u presented, 

I . . a. J _ . _ 


reccnaended an alternate plan 


vhlrh h-w eliminated the problem brought out In the suggestion. 

/Copy of reccmendatlcn attached; Exhibit D). I — . ^ -, Q ^ 

rnlc^pted' the rec«ndatlcn and work was completed 9 JM««ry 155 T 

8 Although the suggestion vu not adopted, the I 1 Suggestion 

Awh rdi Committee feels that a cash award to the suggest ors Is 
appropriate Inasmuch as the suggestion did point out: (l) sn 
.tturtlco; (a) CKiMd « .Ifnjlv. 
made and (3) resulted in specific steps being taken to eliminate 

the problem. 


9 , the perineter fence at 
approach roadway frc» » point Just belcw 
has contributed to: 


to enclose the 
service gate 


a. Mare efficient operation of the . 

guard force. 

b. A saving of a Mininas of tan (10) Man- 

hours per Month for personnel in 
Orades 08-9 •** above. 


c. Better Morale SMong smployess of 

the Research and Development 
Laboratory. 

d. A Moat definite increase in security. 


10 In view of the above and also attachments , Exhibits A-D, 
the | ^"(suggestion Awards Oca«ittee recossends for approval a cash 
«ward^f$100.00 to be divided equally between the suggestort. It 
was determined that the degree of intangible benefits falls within 
the category "Moderate" end extent of application within the category 

"Local • " 


25X1 
25X1 A 
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25X1 
25X1 A 



Executive Secretary 

Buggestlan Awards Cmnlttee| | 


25X1 A 
25X1 A 


* 

' * 
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exhibit A 

Suggestion # 31-V 


SERVICE KMTRANCE GATE TO 


The opening and dosing of the above -mentioned gate is one of the 
duties of security awn assigned to this task. The gate Is opened an' 
average of one and one -half tines In an eight hour period according 
to a two sooth survey carried on during March and April of this year. 
The tine spent to open and close the gate averaged 10 minuted per 
tine The Station Guard on duty inform the secretary in I I . who 
in turn notifies the individual on security each tlm the gate has 
to b* opened. This mans an interruption of his laboratory duties, 
tljue tc get the key, valk to the gate, open it, close it, return the 
key to the safe from where it was obtained and go back to hie duties. 
The time an individual actually spends away froa his duties Is 
about double the figures stated above. These mn have base salaries 
of $5500 aver per annua, or $8.6fe per hour. This added responsibility 
means a waste of approximately $86, 6k per month. 

The specifications and contracts, have be en draw n up to 
the heating system sad add air eoodltloing to| [by an "outside" 
company. This work la slated to be started and finished during the 
ne*t year. This will mean an addition of at least two, and probably 
more , openings and closings of the gate each day to afeli workmen 
and their, trucks and supplies to the building. These added openings 
and closings will up the average to three plus each day, or a waste 
of twice as much or more tlm than that amount stated above. 

(Xir suggestion Is to install an electric motor driven gate which 
can be operated from the office A the secretary and/or from a 
position Just Inside the service entrance of the b uilding . The gate 
Is visible from the windows of the above -mentioned office end will 
entril little effort on her part to operate the motor switch controls. 

The price of a gate of this type ie unknown to us due to out 
limited knowledge in this field. However, complete instillation cost 
«hould be considerably less than one years waste of $330 as outlined 
above. This gate will be more secure than the padlock now In use for 
the gate cannot be opened without operation of the motor. 
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18 December 1956 


25X1 A 


25X1A 


MDiCRAHDUM FOR: Secretary, Incentive Beards Ocssrittee 


SUBJECT 


: I I - ftqplegnee Suggestion # 31-* 


1 . In Hey 1956, tiro Age ncy employees permanently aeeigned 
to the Off ice o f CV— ml cations, Be search and Development 
Laborat o ry [\ i submitted a suggestion assigned Bo. 31-W. (Copy 

attached) ' 


25X1 A 


25X1A 


2. The suggestion as presented will not be adopted, but 

the I \ have recc—eaded an 

alternate plan which would eliminate the problem brough out in 
the suggestion. (Copy of Reco mm endat ion Attached) 

3. The | | Incentive Awards Committee feels that, although 

the suggestion will not be adopted as pr e sented, a cash ward is 
a till in order inasmuch as the suggestion did paint out: 

(1) An unsatisfactory situation 

(2) Caused an extensive survey to be made 

(3) And will result in specific steps 

being taken to alleviate the situation 

* * 

k. Tour vises and reccsamndations on the matter will be 
appreciated. 


Secretary, In centive Awards 
Oosmitte^ | 


25X1A 


25X1 


Approved For Release 2003/03/10 : CMA-RDP80-00832A000200070038-7 



25X1A 


25X1 A 


"■RpproveckEor Release 2003/03/10 : CIA-RDP80-0(»32A0002d?r670038-7 

Exhibit L 

! ; " ; t •: j • . , ■ ? .' r £ ? 

■ • 5 - ] i . r ' v . '• . ! • '• 

■ i : : : i ■ . ■ ■ . . '• ' j' ' ’l ■ I | : 

MSMCRAHDUM F£R; Secretary,, Incentive Awards Cgmaittee, 26 December 


V 80 N 

SUBJECT 


REF 


•iintM i;t 


1 f 


: Chief, Research & Development Laboratory 

. , :|l ti t •* ; ! ; ; • • i :r p' * 

: Employee*' Suggestion for Automatic Qate Control 


i . i i 

h* f 


p.r 


!PS 


jiH 1 


1 . The reference suggestion vu submitted 9 May 1956 In an 
effort to relieve Laboratory personnel of the reto»«* <y.ii-»t.y tor 
opening and closing the loading gate at 


rs m 


. 2 . The monetary savings realised by adapting the reference 
suggeetlcm are secondary to the intangible benefita to be gained 
by acaspting the sdp as stated. The stoat iaportant of the in- 
tangible benefits tp be considered i» the elimination of vork 
stoppage* of highly paid electronic engineers who most accept ' 
gate duty a* part of security officer duty. The Laboratory i« 
heavily burdened with projects with deadlines and any interruption 
in the vork schedule la intolerable. The morale problem incurred 
should not be ignored. Being assigned to gate duty, especially in 
inclessert weather, is not conducive to high morale eyiong employee!? 
charged with the responsibility of maintaining a rapid response 
source for specialized equipment. 

5. A new survey of the time expended by engineering personnel 

on gate duty during August September, October, Eovember, and 

December has been made. Results of the survey indicate that the 

number of thpes the ga|e is opened and dosed daily is increasing 

and this increase is not attributable to outside engineering firms 

working in the building. An increase in Laboratory activity la 

largely responsible. 


Plans for re- 


the gate area f 

* A ' -ih ■ ■ - A Me . . • ^ 


inated the necessity fqr having the loading gate for [ 


have elim- 


apened or closed. Hcsrever, the reference suggestion was effective 
focusing attention do a problem which has been solved with more 
fits than originally visualised. , 


: it ' 


I 


|!>| 
' TT I -t- Jr 


'I; 1 *| 

. .’td'K > Wm 


■I: 


III; 


IHH 


m 


\ * 


? 'lit « ; Sirs i ! ■ 

1 : i f-i ■ * - 
f H' 


•s *>1 

£i !*- 




■ 4 » '** i ■ i..i t I 




«• Ki '' ’I 5 * * * * * 11 : 3 

••• W ' ‘ s 1 


: II i 


I Hlilf ■' |r 
I :>;■ 
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Exhibit D 


KECOMBtnttKW 


f -r eja,tla<l 

I'Zl*" 01 *? U ‘ •*«“**» ul per.MMel'It'uiMU*^' 

* * + .<•">. %vudj of »eeurity control* at all I 4 

^rr 1 •** “ tr ““ *ro«i* 5 'bS 18 

1 ; .“; 't, ' ' = ‘ ,l0n vhl:) ’ «*H «UMM. toe UM.lUt^tory 


Tlu<» p«* flitter .fence 


-,fce approach roadway f rou a point Ju*t belo* -the r 
Ae ’ v* :e £ ate - The tfuard home will be moved belJir 


'riJA he changed to encl ose 


*«* «*>"*>« tb, r.^lTuT, ZTiS^S?fZ^. 

Juru« .or*!*, hour , °S„ ct S?JTflTf T 

pedestrian traffic and entrance will be paraitted by the auard 
after appropriate check with Laboratory peraonnal. ^ 
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